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Communications and Community Relations; Mojdeh Mehdizadeh, Vice Chancellor, Education and
Technology; Denise Noldon, President, CCC; Ray Pyle, Chief Facilities Planner

April 2013

Mission
The mission of the Chancellor’'s Cabinet is to serve as the leadership team ensuring
the capacity of our District to educate students effectively and meet the needs of our
communities in partnership with classified staff, faculty, and other managers.

4CDLI Project Update

Cabinet heard an update from Jenn Café-Rawlinson, Aminta Mickles and Tish Young
on their 4CDLI project, SOS Student Videos. The pilot video will feature the five
students who submitted to the project for best ideas in achieving student success,
and is projected to be completed by June 2013.

Turnltin Update
Cabinet discussed and reached consensus to begin negotiating a contract with
Turnltln, a software tool that can help reduce student plagiarism.

Ariel Link Contract
Cabinet reviewed and reached consensus to no-cost contract with Ariel Link to
research and obtain cost savings on the District’s phone usage.

Business Procedures Receive Final Approval
Cabinet gave final approval to the following:

Bus. 5.30 Special Maintenance/Remodeling Projects-Descriptions
and Guidelines (Delete)

Bus. 3.05 Contract Education and Self-Funded/Fee-Based
Instruction

Bus. 3.32 Financing Cocurricular Activities

Bus. 3.34 Personnel Assigned to More than One Locations

Bus. 3.35 Working budget Adjustment Instructions for
Organizational Units (Delete)

The Contra Costa Community College District, founded in 1948 and governed by a publicly elected five-

member board, is one of the largest multi-college community college districts in California. The mission

of the District is to attract and transform students and communities by providing accessible, innovative
and outstanding higher education learning opportunities and support services.




Bus.

3.36

Exentded Opportunity Programs and Services Application
and Reports (Delete)

Bus. 3.37 Education Data Center

Bus. 3.39 Contract Education and Self-Funded/Fee-Based
Instruction

Bus. 4.01 Speeial-Student Off-Schedule Financial Aid Checks
Runs

Bus. 4.10 Replacement-Check-Certificate Form-4ed-211 Lost,
Stolen and Stale Dated Checks

Bus. 4.30 Accounts Receivable Reconciliation

Bus. 7.00 Disposal of Personal Property

Bus. 7.01 Procedure to Dispose of College Property Other Than
Equipment (Delete)

Bus. 7.02 Revenuefor Surplus Property

Bus. 7.04 Types of Purchases

Bus. 7.07 Library Purchasing

Bus. 7.11 Purchasing Printed Materials (Delete)

Bus. 9.07 Acquiring Federal and State Surplus

Bus. 9.20 Special Purchasing (Delete)

Bus. 9.23 Return or Replacement of Equipment

Bus. 9.26 Stores (Delete)

Bus. 9.31 Equipment/Non-Equipment Surplus Procedures (Delete)

Bus. 9.45 Request to Place Contract on GB Agenda

Bus. 13.01 Destruction-of Records Retention and Destruction

Bus. 17.01 Account Code Structure

Bus. 17.04 Instructions for Use of Expenditure Activity Codes

Bus. 22.01 Business Procedures Manual Distribution List (Delete)

Bus. 22.05 Bank and County Cash Reconciliation ef Cash-te-County

Bus. 22.06 Bank Reconciliation (Delete)

Bus. 22.09 Community Services Class/Activity Request for Approval
(Delete)

Bus. 22.10 Use of District Office Check Signing Machine (Delete)

Bus. 22.13 Security of Warrant Check Stock

Bus. 22.19 Special Payment Procedures for Meals, Travel and
Lodging Expenses (Delete)

Bus. 22.25 Processing Job Invoices for In-House Printing (Form 4cd-
187) (Delete)

Bus. 22.35 Cooperative Education Enroliment Verification (Delete)

Bus. 8.03 District Insurance

Bus. 8.10 Vehicle Accident Reports

Bus. 8.30 Malpractice Student Liability Insurance Fee for Allied
Health Program

Bus. 8.40 Processing for the Submission an dReview of Claims
Filed Against the District

Bus. 8.41 Communication of Procedure for Filing Claims Against the

Contra Costa Community College District (Delete)




Contra Costa Community College District Business Procedure 5.30

DELETE THIS PROCEDURE
(Merge portions with Bus. 5.01)

— SPECIAL-MAINTENANCE/REMODELING/SITE IMPROVEMENT RROJECTS
- DESCRIRTION AND GUIDELINES

Special-Malmienance Rrolects
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Contra Costa Community College District Business Procedure 3.05

CONTRACT EDUCATION AND SELF-FUNDED/FEE-BASED INSTRUCTION

CONTRACT EDUCATION
Introduction

Instruction may be offered to a public or private organization through terms of an agreement that wil!
compensate the District for the direct Instructlonal costs of the class plus appropriate administrath{e_ costs.
Contract education includes credit courses, noncredit courses and not-for-credit programs and activities.

Definltlons

"Contract education" means those sttuations in which the District contracts with a public or private entity for the
purposes of providing instruction or services or both.

“Credit" refers to any course offered for community college credit, regardless of whether the course generates
state apportionments.

"Noncredit” refers to any course that meets the criteria for apportionment pursuant to Educa on Code Section
84711 84757.

“Not-for-credit refers to programs that are offered without credit and which ara not eligible for apportionments
pursuant to Education Code Section 84744 84757.

Procedures

1. Approval Process. If the instruction is a not-for-credit program, a request for approval-term-4ed-8
{see-Exhibit-A); will be prepared by the President’s designee and submitted to the President for
approval prior to the starting date of the program. The College Faculty Senate review is required prior
to approval by the President. The Senate President of the originating college will be responsible for
reviewing the program with the Senate Presidents of the other colleges in the District. This review
process should be completed within one week, with the understanding that the Senate President may
request a one week extension, if needed.

2. Agreement. A written agreement Is to he prepared by the appropriate manager (see Exhibit B for
sample agreement). ‘Fwe-copies A copy should be forwarded to the contracting organization for
signature and retumed to the manager. The eepies-are copy then is to be submitted to the College
President for signature. A-The completed copy will be retumed to the organization and the ariginating
manager. The manager will forward a photocopy of the completed agreement to the District
Gemptroller Office who will assign an agreement number.

3. Report to Governing Board. The District Business Office will prepare a report of all contract
education agreements for submission to the Governing Board as an information item as required by

Board Pollcy 5025 {s6e-Exhibit-C}.

The course shall be coded "contract class” on the course file. The-TOR-code shall-be-changsd-to
#24000.
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Apportionment. Contract education courses or classes are not eligible for apportionment.

Budgeting and Accounting. Revenue and expenditures will be anticipated in a subfund of the General
Fund {Par-A) by the college business officers when the annual line item budget is prepared.
Accounis will be established in the contract education fund with activity code of 701099, contract
education. Remaining balances at the end of the fiscal year will be carried over in the
contingency/resarve account in the unrestricted contract education fund, or may be transferred to the
President's contmgencylresarve account with the st|pulallon they may be used for equipment,
supplies or other nonrecurring tems ard- 5

Revenue will be recorded in the following accounts:

Contra Costa College 11-03-702050-701099-48831
Diablo Valley College 11-03-201095-701099-48831
Los Medanos College 11-03-302050-701099-48831

Selection and Evaluation. The College President and the Faculty Senate President by mutual
agreement will determine the processes for faculty participation in the selection of consultants for and
the evaluation of not-for-credit programs.

Employment and Payments

a. Faculty will be paid for credit courses based on class and step placement on the
Semester/Summer Teaching Salary Schedule. For noncredit courses, faculty will be paid
based on Class 1, Step 1 on the Semester/Summer Teaching Salary Schedule. Time cards
will not be preprinted. include the notation "contract education” on the typed time card.
Salaries are not to be coded to the operating fund instructional salary accounts for the subject
field.

Accounts for faculty salary payments for contract education credit and noncredit courses
follow:

Contra Costa College 11-03-701170-701099-64440 51310
Diablo Valley College 11-03-201095-701099-54440 51310
Los Medanos College 11-03-301170-701099-64410 51310

b. Consultants will be employed for not-for-credit programs and activities upon approval by the
Governing Board of an agreement authorizing service prior to the date(s) of service.

Payment for services will be processed upon voucher input and submission of supporting
documents.

Charges and Billing

a. The fees to be charged will be determined by the contracting college. Fees shall include all
direct costs and indirect costs. Direct costs include, but are not limited to, hourly cost for
instruction, instructional aides, laboratory fees, user fees for computers, materials charges,
book charges, custom program development costs, etc. Indirect costs include, but are not
limited to, administrative overhead costs, utilities, custodial, efc.

b. Upon completion of the class or program the coliege shall prepare an-cuginal-and-two
copies-of an invoice on-aprorumberod-invoicederContractEdt  tion'form (ceabx  -D).
The co||ege shall retain the-pink a copy of the invoice and flle |t wrth the agreement Ihe
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be-forvarded-to-the-coniracting-organization- The college shall malntain a record of all
invoices er-aCentractEducation-lnveice-Log (see ExhibitE) andforward-a-6opy-ohtheloglo
tho-District-Accounting office-at the-end-of-sach-menth.

SELF-FUNDED/FEE-BASED INSTRUCTION
Introduction

Self-funded/fee-based instruction includes community service classes/activities and not-for-credit instructional
activities for which no credit is awarded, such as, workshops, short-term classes and seminars. Funding will
be provided from fees paid by the parlicipating individuals or by an organization on behalf of an individual.

The fees charged shall cover all of the direct instructional costs of the activity plus appropriate administrative
costs.

Definltions

"Not-for-credit” refers to programs and activities that are offered without credit and which are not eligible for
apportlonments pursuant to Edue: ion Code Section 84711 84757.

"Community service classes' are defined as fee-based classes in civic, vocational, literacy, health,
homemaking, technical and general education, including, but not limited to, classes in the fields of music,
drama, an, handicraft, science, literature, nature study, nature contacting, aguatic sports and athletics. These
classes shall be designed to provide instruction and to contribute to the physical, mental, moral, economic, or
civic development of the individuals or groups enrolled therein.

Procedures

1

W 7~ rrequ od-by Board Roliey 5026-{cee Exhibit-F).

21, Approval Process. A request for approval; form 46d-38-{see Exhibit GC); will be prepared by the
President's designee and submitted to the President for approval prior to the starting date of the
classlactlwty The College Faculty Senate rewew is requwed priorto approval by the F’remdent Tha

az2. Costs. Direct and indirect costs to offer self-fundedfiee-based instruction will be funded by fees.

a, Direct costs may include salary of the professional expert, special m aterials, rental of facilities
if hefd off-campus, advertising, printing, etc.
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b. Indiract costs may include administrative and fiscal processing, use of college facilities and
equipment, utilities, custodial services, publicity, registration, postage, etc.

C. Atthe option of the college the professional expert may be employed on an hourly basis or on
a fee split option receiving 40, 50 or 60 percent of the revenue for the activity.

Revenues will be shared as follows:

Employment Basis of Professional Expert

Hourly 40% of Fees 50% of Fees  60% of Fees

Professional Expert Actual 40% 50% 60%
College Difference 6260% 4250% 3240%
Distrigt Ovsrhead 4% 4%, 49 4%
Gellege-Admime ratien—4%—— A%— 456 4%

Exception to the above revenue sharing will be considered for high volume and exceptional
programs.

Budgeting and Accounting. Revenues and direct costs will be recorded in a sub-fund of the General
Fund {Rart-A). Revenues and expenditures will be anticipated in the budget by the college business
officers when the annual line item budget is prepared. Separate accounts may be established for
different major activities (e.g., College For Kids, stc. )upenmque&t—te#»e—&sm&mmssﬁﬁam%es
Marager. Remaining balances at the end of the fiscal year will be carried over in the
contingency/reserve account in the unrestricted self-funded/fee-based/community service fund.

Revenues will be recorded in the following accounts:
Cther Not-For-Credit
College For Kids Programs

Contra Costa College  11-02-702050-682010-48899 11-02-702050-682000-48872
Diablo Valley College  11-02-201075-682010-48899 11-02-2620686201075-682000-48872
Los Medanos College 11-02-302050-682000-48872

Fee Refunds. Full refund of fees will be made if (1) the coliege cancels the activity, (2) the activity is
over enrolled and the enroliment request is denied, or (3) the enrollee requests a refund one week
prior to the first session of the activity. No partial refunds will be made.

Employment and Payments.

a. All payments to professional experts for seff-funded/fee-based instruction will be made via
the payroll process.

b. A current employee will be paid at the appropniate rate on the Professional Expert Salary
Schedule with no additional approval of the Governing Board under the provisions of Board
Policy 2027. A Personnel Requisition Form is required for processing payment.

C. A-currently employedclassified-stattmembaror aAn individual who is not a current employee

will be hired with the appropriate payroll title and rate on the Professional Expert Salary
Schedule upon submission of a Personnel Requisition,ferm—4cd-2. Other professional
expert employment documents are required for new employees only.
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The date(s) and times of the activity shall be other than 8:00-a-m-ta-4:00p-m.normai working
hours on a required service day for regular/contract faculty or other than the scheduled hours
and days for reguiar classified employees.

Payments will be processed upon submission of an houriy time card for professional experts;
form-4ded-348.

Accounts for salary payments follow:

Other Not-For-Credit
Colleqe For Kids Programs

Contra Costa College  11-02-701050-682010-523205 11-02-701170-682000-523205
Diablo Valley College  11-02-201075-682010-523205 11-02-201075-682000-523265
Los Medanos College 11-02-301170-682000-523205

Fee Split Employment Option

a.

Hislorical Annotation:
2/2/82, Aev. 81587, Aev. 11/5/81, Rav. 1L/28/97 (incorporales 3.06, 3,12 and 3.13), 7/18/00, 0L/00/13 Board Polides 2027, 6025

The college may elect to share the fees with the professional expert in lieu of payment on an

hourly basis perSection6-of this-partof-the-procedure. The professional expert’s fee maybe

40, 50, or 60 percent of the revenue for the activity.

professional expert with the appropriate payroll title and rate of 40, 50, or 60 percent of the
actual fee revenue will be hired for the activity upon submission of a Personnel Requisition;

form 7002-(see-ExhibitH). Other professional expert employment documents are required
for new employees only.

The payments shall be coded to the salary accounts for professional experts in Section 6.e
above. Payment lo the professional expert will be made following completion of the activity
for programs of one month or less. Payments for programs over a month may be made
monthly on a proportionate basis. A payment authorization form 4ed-46 {see Exhibit4D) is to
be submitted to the District Payroll Cffice to authorize payment.

Related Board Pollcas:

Relaled Procadure:
Business Procedure 16.01
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Exhlblt A

Contra Costa Community College District CONTRACT EDUCATION NOT-FOR CRED!T PROGRAM
REQUEST FOR APPROVAL

TO: President
FROM:
DATE:

It is recommended that the following not-for-credit/instructional program to be supported by fees be approved:

Activity Title:
Description:

Location of Actlvity:
Date(s):

Contracling Crganization:
Compensation to College:

Consultant’s Name/Address:

College Fasuity-Senate President Review: Date:
Signature

College Faculty Senate Review: Date:
Signature

For College Office Use
Governing Board Infarmation Report Date

Consultant Information:

Hourly Rate NotloExceed Agreement Number

Confirming Requisition{s) authorizing Payment Submitted

Date(s)
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Exhibit B

CONTRA COSTA COMMUNITY COLLEGE DISTRICT
Agreement for Educational Services

THIS AGREEMENT is entered into this (date), by and between Contra Costa Community College District,

hereinafter referred to as “District,” and “(name and address of organization), hereinafter referred to as
“Organization.”

Whereas, Organization desires to engage the District to render special education services,

THEREFORE THE PARTIES AGREE AS FOLLOWS:
The District will provide the following:

1.1 (Number) days of educational services in (activity or course title and course number) for
(number) hours per day, on (times and days of week) at {name, address, and zip code of
location). The educational activities will be taught by (name of instructor).

1.2 The first day of the educational service will begin on (date) and the service will be
completed by (date). (If there are any additional services, classes, or sections within this
agreement, they are to be listed also.)

13 Payment for instruction will be at the approved District salary schedille and will be paid
directly by the Disrict.

14 Credit will be granted, in accordance with District policles and procedures. (If no college
credit is provided by the District, this section is to be eliminated.)

The staff assigned to develop, coordinate and conduct the educational service(s), as stated in
Section 1.1, will be certificated in accordance with the rules and regulations of the Califomnia
Community Colleges Board of Governors and/or by documented experience and credentials that
will be acceptable to Organization.

Organization may arrange only with the assigned District administrator to hold or not to hold a
portion of the educational service(s) at the particular time(s) designated by this agreement in
Section 1.1 and 1.2.

Organization will provide not less than (number) of the participants for the educational service
stated in 1.1 above. (If there is a maximum Iimit to the number of participants, include the
maximum limit also.)

The District will be compensated for all service rendered and expenses incurred to conduct the
education service(s) in the amount of {amount in words and numbers). (In addition to this
compensation, if District is to be reimbursed for additional supplies, equipment, books, fees, etc.
such as fees shall be specified below as sub-items 5.2, 5.3, 5.4, etc. of Section 5.) Upon
agreement to pay (amount), the Organization retains the right to cancel the class at any time
provided that compensation for all services rendered and expenses incurred to conduct the
educational services is made.

5.1 The District retains the right to cancel the class up to fourteen (14) days before the first

class meeting, in which case the Organization shall not be liable for any payments to the
District.

IT IS MUTUALY UNDERSTOOD that Organization and District shall secure and maintain, in full
force and effect during the fuli term of this Agreement, liability insurance in amounts and written by
carriers satisfactory to Organization and District respectively. Organization and District shall
cause to be Issued, to the District and Organization respectively, an insurance
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endorsement naming the other party as an additional insured under the policy or policies of
insurance so maintained, which endorsement shall cover the liability described hereinabove by
liability coverage and contractual coverage, all in accordance with foregoing provisions of this
Agreement.

7. Indemnification

7.1 The Organization shall defend, save harmless and indemnify the District and its officers,
agents and employees from all liabilities and claims for damages for death, sickness or
injury to persons or property, including, without limitation, all consequential damages from
any cause whatsoever arising from or connected with the operations or the services of
Organization hereunder, resulting from the conduct, negligent or otherwise, of the
Organization, its agents, servante; employees, or sub-contractors hereunder.

7.2 The District shall defend, save harmless and indemnify the Organization and its officers,
agents and employees from all liabilities and claims for damages for death, sickness or
injury to persons or property, including, without limitation, ail consequential damages from
any cause whatsoever arising from or connected with the operations or the services of
District hereunder, resulting from the conduct, negligent or otherwise, of the District, its
agents, eervants; employees or subcontractors hereunder.

8. Organization agrees that it will not discriminate in the selection of any student to receive
instruction pursuant to this Agreement because of race-croad-color—national-origin-sex-orage
disability, age, gender, gender identity, gender expressior nationality, race or « “hnicity religion,
sexual onentation. In the event of Organlzatlon’s non-compliance with this section, this
Agreement may be canceled, terminated or suspended in whole or in part by the District.

9. This contract may be terminated by either party upon thirty (30) days written notice.

10. The District will invoice Organization at the completion of the educational service(s), for
payment within thirty (30) days.

(Full Name of Organization) (College Neme)
(Address) (Address)
{City, State, Zip) (City, State, Zip)
By By
{Name) {(Name)
Assistant-Secretary/President
(Title)
Date

Contact Person (if other than Organization signature above)

{Name)

(Acdress)
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Contra Costa Community College District SELF-FUNDED/FEE BASED INSTRUCTION
REQUEST FOR APPROVAL

TO: Prosident
FROM:
DATE:

It is recommended that the following not-for-creditinstructional program to be supported by feas ba approved:

Activity Title:
Description:

Locatlon of Activity:

Dats(s):
Fee:
Professlaonal Expert's Name/Address: Payment Basis (check one):
O Hourly Rate §
[1 40 Percent of Fees
050 Percent of Fees
] 60 Parcent of Faes
O Gratis
College Faculty Senate Review: Date:
Signature
Approved by Presidant Date:;
Signature

For College Office Use
Governing Board Information Report Date

Professlonal Expert Information:

Percent of Fees Employment Option

Check Ona:

[0 Current Employee (BP 2027) Payment Form 4cd-46 Submitted —

O Current Classtiied Employee * Date

O New Classified Employee* Hourly Rate

* Personnal Requisition, Form 4cd-2, Submitted — Professional Expert Time Card Submitted
Date Date
DISTRIBUHOM
- -

;” o Gpg tage-Otfice
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Contra Costa Community College District SELF-FUNDED/FEE BASED INSTRUCTION
ENROLLMENT FEE SPLIT PAYMENT AUTHORIZATION

Professional Expert Information
Name Soclal Security No.
Address

(number and street) (city, state and zlp code)
Description

Professional services for activity

Number of tully paid enroliments {litle)

Fee Circle One

Total activity revenue $ X.40.50.60 = Total Payment Amount $
College Charge to salary account

Payment [nstructions:

{1 100% of agreement amount f or services from to
Date Date
3  Proportionate payments. Number of payments __ Amourtofeach payment
This paymentisnumber ____ for services from to

Date Date

CERTIFICATION OF PERFORMANCE OF SERVICE
Services were performed for the indicated period.

Cerified by Date

FOR DISTRICT PAYROLL OFFICE USE

Professlonal Expert Employment Verifiedby —_ Payment Processed by

Date

PDISTRIBUHION

b District P
GCarant—to—GCollags
Offica

Bink to-Employee

46d-3 {Row.781)
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DELETE THIS PROCEDURE
GUIDELINES FOR FUNDING OF CLUB-ACTIITIES

Eunus—#em-beekamm p;eeeede—mayb&used—toﬂwmmlawmg Ees—Meéanes—GeHege—e&udem—elub

4 ¥ & valspazaarsels:
The followi ] dod for " it ’ :
1 +aborcosts-relative-1o-club-activilies, such-as-security-and-custodial:

Historical Annotatlon:
814/77, Rev. 12/5/84, 11/15/90, COVOO/ 12



Contra Costa Communlity College District : Business Procedure 3.34

REAL-ESTATE SCHOLARSHIP ACCOUNTING

4 — Thesode-designation "REAL" will-enter-the ceholarship inte the tinaneialaid system-farinelusion A
i L6 ol nid int.

Fu ding for student scholarships is generally received and disbursed directly by the college foundations.
However, som funds are 1eld by the District in the Scholarship and Loan Fund (Fund 75) and shall be
reported on an annual bz as to the coliege foundations. Such report will indicate the year-end balances,
purpose of the funas, ana amounts available for subsequent disbursen :nt by the foundations to qualified
students. The reports on the specific scholarship funds available will be campiled by the Distri * Accou g
Otfice tor disiribution.

Historical Annotation:
8/12/80, 111890, 7/16/00, 0/00/12
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REVISING BUSINESS PROCEDURE 3.35 TO INCLUDE
SUBJECT MATTER OF DELETED BUSINESS
PROCEDURES 3.36 AND 3.39

Business Procedure 3.35
—  BEXTENDED ORRORTUMITY PROGRAMS AND SERVICES EXRENDITURES

RO—+10HOWIRG-8XPeRaibre sy Bo-atiRorR2ed—1rorm—the MHlega's—E -1 -,

& - Jraveland-pei B lexper ee-for-EORS-student reprasontatives-or-omployees-to-altend-BORS
conferences  w-the-State.

4 “+ransponation-cost-for-oligible- EORS-students-participating-in-the-CollegeReadiness-Program

6 Feasforlocturers-and consultanis (independent-contractors):

6 ——Supp be; -materiakk  rentalo—and---equipment—purchase, replacement—and—maintonance —of
equipment:

- —EORS employse-salaries-and-bsnelils-

Gramer{e-ehgpbbier-em&d-m-sewmee—prewded-by %he eeuege —Fh&ﬁnans&ai

ana-Ssm a&amp- - Fup L ; i -whm‘ 'neludes the names dales
hours—ana-rate-foroh  care—of Hdren of—EQPS-ehgqbie»ame ‘Fha Sludem-l.:ean and
Sehelarshib-Fund-check-will-be-depoes . 7
Gollege-Business-Olige:

Histarical Annotaton:
9/21/81, 11449/80

Business Procedure 3.36
EORS GRANTS
1 —WMWWI@MMMMW%M&MW
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33— The Financial-AMd-OHice-will-ontatne-EOD . '8 Grantinte-the Financial-Aid sub-systom—usl gike
(;Eds I‘IE(;p:;-Il

Historical Annotation:

10/6/80, 11/19/90, 7/18/00

Business Procedure 3.39

DISABLED STUDBENT RROGRAMS-AND SERVICES
APRLICATION AND BERORTS

#reﬁpgene;ai—eduea% »nelasses—ae! H%ies—and
semsaemﬂhou%—spee#m—ad&ﬂena& BSRAS-program-suppor-66rices:

2 —Granting-Agenecy
a——Tho-granting-agoney-tor DSP&Ss:

Gs a“'le”“as QG‘.“”“““*’l GE 9“9.99‘;

BrLather 1v-Campu Jebns
itorir DSPAS Conrdi
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Califoria C O
HE2Q-Stroet
Sacramenio,-CA-BBE14

a—The-program-FuRs-irem-July-1 to-dune-30

b—— The-ameount-of DSRAS granis are-determined bythe-State-Chanceders-Oitico based-on
arallecationformula-approved bythe-Beard ot Governoie:

Procedures
—Parson———
Action Reguired- ——  Hecpensible— -BueDate
1 —Grant-application Cellege-Coordinator—Beforatepent
a———Fillup-Ferm BERS-, -which-e the- - gue-date
eeuegq s—beei—es#naﬂen—ef—a%ema%ed
" #ec-forthe fiscalyear—and
Ionvam o-Bistrist Office:
—Parsoh———
b—— Check-repert-lormathemalical —PBistrict-Accounting———OnR wobk
belore
correctness-and-forward-to-Business- —  duedate
Managerfer-approval-and-cignature
SSanllai |'aS ;‘a! ”"’"g 'g Ge_lleges
Ho2Q Street

2 —Grapt Approval— ——-Ghancelior's “tanteite
The-Chancellers-Olfico-issusc-out-a-memo- — —OHies, GGC—— —year
spasilying-tho BSRS allocation by college-

3 — Budgetsetup
a — - Fillup-Form-7186-and-cubmittoth —

——Gollage- ——-Aftor
Bistrict-Aceeunting Offico — GCoordinater —of-femo




Business Procedure 3.35
-4-

and-the-D8RS-5-report
{3}— \ecountforalldiferonces:

3 TAT, 1171980, 7/18/00

Historical Annotation:
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STAT™ CATEGORICAL FUNDS

In addition to the state funding prov ded to the D itr ;t that suppo s the general operations of the
colleges, the state also provides funds through the annual budget process to support highl_ spec  zed
sludent support programs. These are known as categorical programs and serve specitic campus needs
or specific student groups. Caltegorical program funding is made through the state apportionment
process with the various programs listed on the Chancellor's Office payment schedule.

All categorical expenditures shall be made in a manner consistent with program objectives and
established parameters. The program directors will be responsible for ensuring that only aligible
expenditures are charged to his or her respective program. For programs that require reporis to be
submitied to the state Chancellor's Oftice, the program director will be responsible for the preparation of
those reports. The Director of District Finance, or designee, will certify the report for accuracy before it is
submitied to the state Chancellor's Office.

Histerlcal Annotation;

Busingss Procedure 3.36: 10/6/80, 11/19/90, 7/18/00
Business Procacure 3.5%: 3117/87, 11/16/80, T/18/00
Business Procodurs 3.35: tQV6/BD. 11416790, 7/18/00
Comtined Bus:iness 3 35, 3.36, 3 3% Adoptad OVMOOA 3

Rel Proceouras:
Business Procedura 18.01
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DELETE THIS PROCEDURE AND MOVE SUBJECT
MATTER TO BUSINESS PROCEDURE 3.35

Histarical Annotation:
1/6/80, 11/49/90, 7HE/00



Contra Costa Community College District

Business Procedure 3.37

PARKING SERVICES ACCOUNTING

ACCOUNTING AND MAINTENANCE FOR PARKING SERVICES

Parking fees for students and non-students are established by the Governing Board in accordance with
Education Code 76360 and are managed by District Police Services. All parking fees coliected shall be
deposited in the designated fund of the district in accordance with the California Community Colleges
Budget and Accounting Manual, and shall be expended only for parking services or for purposes of
reducing the costs to students and employees of the college of using public transportation to and from the

college.

1.

Parking service expenditures will be funded by revenues from fees (permits and meter receipts) and
court fines. The revenues and expenditures will be recorded in a parking sub-fund of the restricted

general fund.

The general ledger account numbers are as follows:

Revenue Accounts

Semester Parking Permits
Daily Parking Permits
Meter Receipts

Court Fines

Bevenue

Semester Parking Permits
Daily Parking Permits
Meter Receipts

Court Fines

Hexenue-Accounis
Semester Parking Permits
Daily Parking Permits
Meter Recelpts

Court Fines

Expenditure Accounts

Contra Costa College

12-45-702050-695000-48881
12-46-702050-695000-48886
12-46-702050-695000-48892
12-48-702050-695000-48891

Diablo Valley College

12-46-202050-695000-48881
12-46-202050-695000-48886
12-46-202050-695000-48892
12-46-202050-695000-48891

Los Medanos College

12-46-302050-695000-48881
12-46-302050-695000-48886
12-48-302050-695000-48892
12-46-302050-695000-48891

Expenditures shall be budgeted based on projected annual receipts from parking fees. Al y e Jts
in excess of budgeted expenditures will be placed in a reserve account in the general fund, restricted,
parking subfund (Fund 12-46) and, upon Governing Board approval, may be used for repairs of
parking lots (e.g., paving, striping) or other unanticipaled parking expenses. Refer to the parking sub-
fund in cost center 102020 for District Office, 202020 for Diablo Valley College, 212020 for San
Ramon Center, 302020 for Los Medanos College, 312020 for Brentwood Center, and 702020 for
Contra Costa College for expenditure accounts.

Budge? transfers may be made by each eellege location between accounts in the parking fund,
excluding monthly salary; and benefit and interpregram-accounts. Budget transfers may also be
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87.

1989,

2

made alse-from one college's parking fund accounts to another college's accounts by the District
Mmanager responsible for police services. The fotal amount allocated district-wide shall not be
exceeded. No transfers will be permitted from parking accounts to accounts for other activities.

The account numbers for site improvements, regular (minor) parking facilities maintenance, facilties
maintenance, and other parking maintenance objects are assigned to the Birectorof Chief Facilities
Maintenance Planner. All expenditure accounts for parking operations are assigned to the Police
Services Department.

Costs for the initial acquisition of ticket machines and parking meters will be charged to site
improvements. Replacements and repairs will be charged to regular parking facilities maintenance.

Hocord-all All direct costs related to parking services shatt be expensed to parking accounts {such as,
student parking attendants, parking permits, overtime, eic.).

Monthly salaries of employees are prorated between parking and seeurity police services based on
the annualized percent of time assigned to each activity. All changes in assignment which result in

different prorations must be approved in advance by the District Business/Facilities-Manager Chief

Adminis -ative Services Officer.
Costs for parking operations which are not direct charges to parking or sesuritypolice services (such

as, badges, unitorms, laundry, etc.) shewld shall be prorated between parking and eecuriton-the
following-hasie: police services based on pr _ected use of the goods or services.

Patking——— 75 perceont

Sesutity — 26percent
Revenue budgets will be based on prior year's' experience. If revenues fall short of or exceed those
anticipated, budget adjustments will be made during the year.

PARKING SERVICES MAINTENANCE PROGRAM

1.

Parking lot maintenance, rep: rs, cap al improvements, and contract maintenance services will be
funded | y fee revenues (permit and meter receipis) and court fines. At the begit ng of each fiscal
year a working budget will be developed based on funds available for this purpose. Budget: h ity
over these rollover funds will reside with the District Chief Fac 1es Planner The Parking Lot
Maintenance program will consist of 1) small routine maintenance and minor repz r projet s and 2)
larger non-rouline capital repair and improvement projects. When routine or urgent project ¢ i1 s
use up the full annual budget, remaining funds will be reserved in a Districtwide reserve to help plan
for large scale parking lot and driveway maintenancs, repair, and improvement projects throughout
the District that exceed the annual parking lot maintenance fund budget.

These funas may only be used for maintenance, contract maintenance services, and repairs of items
re a +d 1o parking lots and driveways such as traffic signs, bollards, ADA parking requirements,
patching, sealing, tree root abatement, curb repair, storm water drainage, weed control, striping,
parking meter maintenance, parking lot side walk repairs, night lighting and asphait markings. These
funds cannot be used for surveillance systems, solar photovoltaic systems, grounds keeping, or other
unrelated repair and maintenance items.
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3. Atthe end of each fiscal yea = e Dislrict Accounting Office will automa cally roll over any unused
funds to the nexi fisci year 10 puila reserve funds to be used for long 1erm projects for the same
purpose.

4. Each campus will be ailocated a specific amount at the beginning of each fiscal year for minor and
preventive parking lot and driveway maintenance repairs and contracted services. This allocation will
be based on the ratio of parking revenue from the previous year. San Ramon Campus will tall under
DVC's annual allocation. Brentwood Center will fall under LMC's annual allocation. Funds that are not
expensed before the end of the fiscal year will be rolled back into the general Districtwide parking lot
maintenance account and rolled over lo the next fiscal year. The DBistrict Office will request funds
from the Districtwide parking reserve as needed for the DO parking lots.

5. Current year projects: For projects under $45,000.00 that require funding in excess of e campus
allocation, the BL  1gs & Groi 1ds Managers will consolidate general maintenance and repair
requirements, and submit a job cope, diagrams, an' guote( ) to the Facilities Planning Department
for review. After tunds are approved and the requisition has been submitted to Puichas _ ythe
Facilities Planning Department, the Buildings & Grounds Manager will be provided a copy of the
purchase order and will coordinate the repairs with the contractor For projects greater than
$45,000.00 the campus will work with their Facilities Planning Capita Project Managers to establish
job scope, estimated costs, and schedules prior to submitting the project to the Facilities Planning
Department for budget review.

6. FutL e projects: The Building and Grounds Managers will prepare and submit their updated annual
requiremer 's n ' iroject proposals to the Facilities Planning Department for large parking lot repairs
by Octc ser i ;¢ each year. The Chief Facili 2s Planner will review all submittals w'h e Business
Mana_ aver b nd C: net will aeciae which major projects. if any. will be tunded from the
Districtwide parking reserve fund.

7 Projects less than $45,000 may be managed by the Buildings & Gra nds Managers. If a project s
estimated al less than $45,000, but requires professional services or review by the Division of tha
State Architect, the Facilities Planning Department will monitor the project development and assist the
Building and Grounds Managers as required. Projects greater than $45,000.00 will be managed by
the car pus Capital Project Managers.

8. Each mator proiect greater than $45,000 w.| be assigned a budget, a project number, and GL
expe 1se numbers, If the final estimate increases or the contract bids exceed the approved project
budget by 10%, then the project must go to the Chief Facilities Pl nne  for t  iget review ai 1
approval prior to award.

9. All parking lot and driveway maintenance and repair work must fol »w the [ tr  pur 1asing
guidelines, and comply with Division of the State Architect ADA, fire/life safety and buiiding code
construction standards.

17 Major parking lot repair & maintenance projects will be rotated as much as possible between the
colleges as funds become available.

Education Code "ections _360 and 81901

Historlcal Annotation:
T/2382. Rev. 8/11/83, 7/1/84, 111980, 7118/00, 0O/00/12
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DELETE THIS PROCEDURE AND MOVE SUBJECT
MATTER TO BUSINESS PROCEDURE 3.35
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2.

Action-R irod Responsible— ——Pue Date

{(2}— -Albreports are o be reviewed and- -District-Accounting-
cigned-as-in-1-h-above—
@r—Alerme/repartsan »bae  mted-—Dise 4 eaud | 3——March16
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Historical Annotation:
TBT, 111990, TA&00



Contra Costa Communlity College District Business Procedure 4.01

COLLEGE BOOKSTORES

The college bookstores have been established in accordance with Education Code Section 81676. The code
provides that revenue of the bookstores may be used as follows:

Net proceeds from the operation of a community college bookstore shall be used for the general
benefit of the student body as determined by the governing board. Money may be expended for
services and property, including but not limited to parking facilities, stadia, student centers, student
unions, health centers, bookstores or auxiliary facilities for use of students of faculty members of the
community college or employees of the district.

Board Policy 3004 provides for use of proceeds for any purpose of general benefit to the student body as
recommended by the Geollege FPresident and approved by the Chancellor and the District Governing Board.

Proceeds from the Geollege bookstores preceeds will be distributed as-fellews: based upon profitability and at
the discretion of the college President. All year-end balances will be retained at each bookstore to be used for
re Jlacement of college bookstore equipment and major-maintenance projacts.

, s | Adrini . iin the-Cofl
Prosidenis eltheamouniforlaandt-bal e +Preck ' + #n w iz’ &  oof
thefunde, altordissuss rwithihe-approp K Hroproser a veeistopesubr  Her

Historical Annotaton:
4/21/81, Rev. 7/30v82, 11/4/88, 5/18/87, 11/19/50, &/1/9¢, 71 8/00, DWOW13



Contra Costa Community College District Business Procedure 4.10

FOOD SERVICES OPERATIONS

Food services includee all cafeterias, concessions, food and soft drink vending, and other food operations
within the District. Food services of the District are provided as a convenience for the students and staff of the
colleges and are to operate at or above necessary operahng costs. Any capital investment for the original
establishment or a major expansion of a food services operation shall be charged against the Gereral
Cafeteria Fund (Fund 52) or the Capital Projects Fund (Fund 41) of the District. Equipment replacement,
supplies, materials, and other current operating costs of food services shall be charged against food services
accounts and not the General Fund. Food services operations (or other auxiliary enterprises) may be
acted out to a third-party, subject to Board Policy 5014, Contracts.

The following procedures shall be followed for food services operations.
1. The food services manager shall purchase food, supplies, and services necessary for current

operat|on of the food services actlvrty Eqmpment shall net—be—pe ehased-trem—eatsrde—veﬂ ers-all
g chaging be purchased

followmg Drstnct procurement procedures

All Geontracts for services required for the food services operation must be in accordance with
Govemning Board-approved procedures.

2. Allinvoices for food, supplies, and services shall be sent directly to the food services manager prior to
payment. No payment shall be authorized by the food services manager without documentation
signed by the employee receiving the gocds or service. Invoices and statements shall be forwarded

on-a-weelkly basis to the eentral-aceountingloscation college Business Office.

3. The accounting and payment of the food services accounts of the District shall be maintained at a

college business office underthodirection-otthe-BististSc ~ He . The

Gomptreller college Business Office will provide the food services manager and the Ccollege

President with current information as to the financial condition of the food services accounts. The

food services manager shall complete all sales reports and related information required by the
Comptralier college Business Oifice and District Finance Depariment.

4, The food services manager shall prepare daily deposits to the GONTRA-COSTA-COMMUNITY
GOLLEGE DISTRI "T-CARETERIA-FUND Conira Costa Community College District Cafeteria Fund
for all money received during the day. The manager shall be responsiblenderthe-direction-ot-the
Gemptrolier, to see that proper money handling methods are followed by food services personnel.

Each cash register shall be reconciled daily to verify cash received and any overage or shortage shall
be noted. Fervending-operations-each-machine-shaltbe

Only food services personnel or other persons approved by the

any-overage-or-chortage-reted-
Gomptroller college Business Office or the District Finance Depariment are authorized to handle
cash.

5. The food services accounts shall reimburse the General Fund (Fund 11) for all expenses not direclly
cnarged to the Cafeteria Fund, including the following:

a. Rpayroll expenses (salarles and benefits) for current and retired employees:;

b stores-i6sues:
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Historical Annotalion:
Adminlsirativa Procedura 8100.03, &7/8D

Rav. 3/25/84

-2-
eb. OQoperational expenses, such as pest control, laundry, etc.;
dc. Rrepair of food service equipment (movable and built-in)~; and
ed. Mmaterials or services purchased for the food services accounts by the Director of
Purchasing.

All food service employees shall be pald from the Generat Cafeteria Fund erthe-Gel 3ge-Weork-Study
Fund-of the-Bistist in accordance with the appropriate salary schedules adopted by the Governing
Board and subject 1o all procedures established by the District for the hiring of classified personnel.

The food services accounis shall may be charged a fee based on the square footage of the food
service area for garbage services, gas, water, and electricity. The cost per foot shall be determined
by the Gemptroller District's Chief Facilities Planner. '

The cost of maintaining the food services equipment, such as vending machines, stoves, freezers,
furniture, business machines, etc., may be paid for by the District and charged back against the food
services accounts. Whenever possible, these charges should be paid directly from the Cafeteria
Fund. The costs of building and grounds maintenance or repairs for facilities used by food services
& all may be charged against the General Fund of the District.

Operating losses of food services, i.e., expenses in excess of revenue,: 1i |be 1eresponsib  of
the college. If at the end of the year there is an nsufficient fund balar  within the Cafete aF in for
the balance to cover the fiscal year operating loss, a transfer from the Unrestricted Gen Fund
college reserve will be required at the close of the fiscal year to balance the account. Positive fund
balances, i.e., revenue in excess of expenditures, shali remain in a reserve account in the Cafeteria
Fund to be used for future food services expenses or transfer of funds 1o the college Unrestricted
Genera Fund for college operations.

Relaled Boal )
Board Poucy su1s

111980, 7/18/00, /0012
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DELETE THIS PROCEDURE

—BOOKSTORE/CARETERIADATA CENTER RETIREES

+—EHoctive-July 11980 thehealth-anc
{unde-

2—Thesa-charges-are-to-be-invoiced monthly-—ceparately fromtheregulars o dylnvoicing-of
calarios
3—Thoso-chargesare-to-be abated-te-the-Generat Lodger aceeunis-inthe-operaung fund:

Historical Annotation:
We/B0, Rov, B/15/83, 11/99/B0, 7/1 B/00, OWON12
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STUDENT FEES

As delineated in the California Community Colleges Chancellor's Office Student Fee Handbook, all ma_ndalory
student fees must be expressly authorized by statute. Under certain circumstances, as permitted by
Education Code, optional student fees or charges may be assessed.

N. DATORY

Mandatory fees are generally defined as being required for registration, enrollment, entry into class, or
¢ ipletion of the required objer ives of the class. Per California Code of Regui: 1ons Title 5, certain students
may be eligible for waivers from these mandatory fees. Mandatory fees shall be « rargea for:

Enroliment fee
Nonresident tuition — out-of-statefforeign

PERMISSIVE

3equired instructional and other materials” are materials which a student must procure or possess as a
col di"on of registration, enroliment, or entry into a class and which is necessary to achieve the required
obiec ves or a course (state Chancellor's Office Legal Opinion 10-01). Course fees for student materials may
be ¢ arged if the fes-supported materials are personal property that will be owned or primarily controlied by
the student and will have continu 1g value to the student outside the classroom. The fee may not exce id the
cost to the District to provide the materials, and the fee must be waivea  he student is able to procure
identical materials from another source.

Other certain permissive fees may be charged for optional goods or services to students or to replace lost or
broken items used by students if the loss is considered beyond the expected loss threshold of conducting a
program. For example, books and/or equipment issued/loaned to a student are expected to be retumed in
reasonable, reusable condition, and students may be charged the replacement cost it not returned or if the
items are broken or unusable due to negligence. On the other hand, a certain amount of breakagefoss of

smail-c t "ems, s. ' as laboratory glassware, is an expected cost of doing business and may not be
arge o he student.

Pemissive Efees may be charged for the following non-inclusive list, when in comp ance with all applicabte
codes and regulations:

Foreign student admissions processing Parking-permits and meters
Administration of Justice materials Motorcycle parking
Library books, lost/unreturned Parking permit carriers

i | iterme Copier use and microfiim use
Police Services reports Optional planetarium shows
Child Care food and care Dental Hygiene materials
Allied kHealth insurance premiums Unretumed musis instructional equipment/malerials
Field trips, 1w 2er al expenses Non-ABA FTES-generating workshops,
Gradomailers lectures, conferences,
Returned check charges seminars, performances, swim programs,
Intercollegiate athletic insurance community service classes

Transcripts College Gcatalogs
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Student representation fee

Typing skill certificates

Student Body Center building and
operating tee

Credit by ex mination fe )

Instruc onai materiz 3 wnich become
solely owned by the student and provide
continuing value outside the classroom

MANDATORY
Feaschallbe-chargedfor:
Enrollment
N ) . ¢ statofliorel
E collmepbrofund-processing
PROHIBITED FEES

-2.

Phone Telephone registration

Course Sschedules

Course audit fees

Non-District Physical ~ juca on far Jes
Optional student activi es tee

Student Health Insurance

Only fees that are specifically requ ed or authorized by law may be imposed as mandatory fees. The

following fees are expressly prohibited:

Late application fee

Mandatory student activities fee

Mandatory student body fee

Mandatory field trip fee

Fees for required or funded
services, e.g., sludent services fee

Mande ory practice room fee

Mandz ary technology use fee

Nursing student insur nce fee

Breakage lees

Instructional materials that are expended

or iranstormed in the classroom and have

no continuing value to the student after
being used

Add/drop fee

Mandatory student ID card fee

Domestic nonresident application fee

Fees for dependents of certain veterans

Refundable deposits imposed as a condition
of enroliment

Apprenticeship course fees

Late payment fee

Cle ning fee, e.g., lockers

Test proctoring fees

Scantrons

Education Code 32221, 86700, 76140, 76223, 76300, 76310, 76350, 76355, 76360,
76361, 763616, 76365, 76370, 76375, 76380, 76385, 76395, 78300
Calitornia Community Colleges Chancellor's Office Student Fee Handbook

Hisiprical Annotation:
Adopled 625/69, Rev DOYDO13

Related Board Palides.:
Board Policy 5024
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DELETE . AIS PROCEDURE

COLLECTION-OF-STUDENT-FEES

Historical Annctation: .
Related-Board-Roloes:
1142781, Rev. /4/B4, 111900, 7/18/00 Baoava-P.
oltarea-6000,-6024
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DELETE THIS PROCEDURE

COVERED IN STUDENT SERVICES PROCEDURE 3017, WITHHOLDING OF STUDENT RECORDS

Historicad Annotation: .
Administrative Procadure B741.01, A117/74 m::??;?dﬁmsgopgd?oﬁ:ss.
12/1/84, 11/18/90 '
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DISTRICT FEES FOR PROVIDING EMPLOYEE PERSONAL INFORMATION

The following will be applicable to providing personal information pertaining to persons employed by the

District.

1.

Historical Annotation:
£/11/83, Rev,, B11/86
11/15/90, TG00

If a subpoena duces tecumis served on the District requiring the personal appearance in court by an
employee delivering information, the District will charge the same witness fee and mileage permitted
where the subpoena requires the witness to attend and testify before the court in which the action or
proceeding is pending and any additional costs in accordance with RNumber 2 belew. (Evidence
Code 1563 6.)

If the subpoena can be answered by mail rather than personal appearancs, the District will charge for
preparation of information at the rate of $284.00 per hour per person, computed on the basis of
$566.00 per quarter hour or fraction thereof, and $.2610 per page for all copies of information.

When information is requested other than by subpoena, such information will be released only upon
consent of the employee inveoived.

The same fees will be charged for all employee information other than those exceptions listed in
aNumber 5 below.

Exceptions to this procedure may be made for schools and colleges and certain city, state, and
federal agencies as determined by the Mise—Chancelior—Finance—and—AdministrationChief
Administrative Services Officer,

Revenue will be deposited to account number 11-01-101003-670000-48899.

Related Board Polides:
Board Policy 5009
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STUDENT RECORD FEE

Eaucal v ‘ef “on7____ authorizes districts to make a reasonable charge in an amount not o
exceeo e aci al cost ¢~ fumishing copies of any student record, provided that no charge can be
made for furnisning | 3 to two transcripts or up to two verificatior ; of variou types of stuc :nt records.
No charge m iy be t+ de for the cost to search for or re ieve any siudent recora or for any
documentation required for a student's 3ce ) of Title IV student financ ¢ The Dis . may
charge a fee for expedited service shouid a student request atranscript or enrolimentv  fi st ¢ vy
be furnished sooner than the usual waiting period,

Education Code 76223

Historical Annotatien: Relatad Board Poiides:
11/18/80; Rev. 2 &/97, 7/18/00, OO/DO/13 Board Policy 5009
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CHECK LIMITATIONS AND-SERVIGE GHARGE

For internal control, efficiency, and fraud prevention, limitations are put on checks received from the public.
The locations which accept checks are subject to the following guidelines:

. Check Limitat

Cashier's Qffice (or substations): No checks will be cashed for employees, siudents or the general
public. In addition, checks will not be accepted for amounts in excess of fees due.

Bookstores and Caleterias: No checks will be cashed for employees, students or the general pubtic.
In addition, checks will not be accepted for amounts in excess of the total purchase.

a—  pNeocheckscashedforemployessorstudonts:
b—— MNo-checksascopled-foroverthe-amount-purchased.

Historlcal Annotallon;

I Related Board Polloies:
B/18/82, Rev. 11/15/88, 1119/90, 7/18/00, OOR13 Board Folicy 5009
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DELETE THIS PROCEDURE

PAYMENTS FOR-UTILIFIES

Parson Hesponsibls————Action

Org  zational-deitHead— * . . Resswonvewefor—utill 5—ard-chesktorassuracy ot billing:
Wiillies—nclude—gasoline—garbage,—natural—gas,—telepheres;
eleemsuy—sawer—!aesandwa&er Propare-a-voucher-paymentio

and—femard—wﬂhm—thme—daysef— Fesmpt et—the iruelga—in
accordance with Business Precedure on vousher requisitions.

Le  wluw ‘ra sQOfficer 2. Beviewtraneaction for—conformance—io- policy —and budgst

Historlcal Annatatlon:
Adminisirativa Procedura 860110, 2/3/80

Related Board Policias :
Board Policy 5610
12/1/84, 11/19/50, 7AR/00
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DELETE THIS PROCEDURE

Hislorical Annctation: Aefated Board Policies:
12/1/84, 1115/90, 10/18/89, 7/18/00 Board Policy 5012
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DELETE THIS PROCEDURE

Historical Annotation: Related Board Polldes:
12/1/84, 11/15/90, 1012/89 Board Policy 5010
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DELETE THIS PROCEDURE

REGULARPAYMENT PROCEDURES-FOR
MEALS, TRAVEL-AND LODGING EHRENEES
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aHiliatep-nall
£asaE:

Lodging E . Direst: | —Dimst

list-of-Rames-and
gt W
A8 FEhass
prepaid:
StudertGroupsw 1 Mozl E= - —Birost Reguiros-type-of
Emplayes meat-andist-of
rames-and
affiliation-in-al
— 52885,
Lodging E
o Direatt Recui ; {
listet-rames-and
Entry Fees E" 6a5as;
Blract
T . . _oi
GarRental —Diract .
— Prafarted-Rrocodure
Histarical Annotation: Related Board Poticias:

Busineas Procedure 5.24, 1273778, 11/19/90., 1419/59

Board Pollcy 501G



Contra Costa Community College Bistrict Business Procedure 9.31

CLAIMS FOR DAMAGE TO PERSONAL EFFEL. 1 _F TY

The-Agreement-between-the The Contra Costa Community College District am £ licEm ayeasn n;
LecalNe—1hasthe-following-Articl recognizes that damage to personal | ity can occur in the line of duty
and allows for reimbursement for replacement or repair of such property pursuant to the following guidelines:

Afticla-18
-Damage-{o Porconal-EliectsRropery

s-ferropa

Replacement of Personal Property Damaged in Line of Duty

The District shall provide for the payment of the costs of replacing or repairing the personal effects {i.e.,
eyeglasses, hearing aids, watches, articles of clothing) that are damaged in the line of duty without the
fault of the employee. Value of such items shall be determined as of the time of damage thereto, and it
damaged beyond repair, the actual value of such itemn(s) shall be paid to a maximum of $125.00 per tern.
Reports of damage shall be given to the immediate supervisor as socon as possible after damages occur.
Cfa’ ns “or repairing or replacing shall be given to the immediate supervisor.

District Nt ; Responsible for Normal Wear and Tear
Itis not the: :ntion of this procedure to replace personal effects which are worn out through ordinary
wear and t ar; the Dist [ will not be responsible for repair or replacemer  costs.

Employees Must Substantiate ' ims

Employees shall substantiate any claim for r 5i r or rep acement with evidence clearly 1 cating 1at
damage was caused by circumstances beyond the control of the employee; i.e., without fault. Ciaims for
replacing or repairing shall be given to the immediate supervisor.

Approval of Clalm and Payment
Upon approval by the appropriate District/college administrator of the claim, reimbursement shall be made
to the er ployee upon presentation of receipi(s) for payment of repair or replacement costs.



Buslness Procedure 9.31
-

Limitations

This procedure is inlended and shall apply only to those personal effects normally and ordinarily worn or
required. It specifically is not for repair or replacement of tools, radios, or other personal effects not
required for work performance.

Process for Reimbursement

1. To claim reimbursement for damages to personal eHests property under-Article-18, an employee
should complete three-copies—otthe-top-eastion-of form 7253, Claim for Damage to Personal
EftectsProperty, (see Exhibit A).

2. The employee will give the completed cepies copy of form 7253 to his/her immediate supervisor who,
upon review, will forward it to the appropriate District/Gcollege President of designee administrator for
approval.

3. The District/Geollege Administrator President-or designee will complete form 7253 and provide it to

the respective District/college Business Office for processing. A copy of form 7253 will be sent to

D|slr|ct Offlce Accountmg as support for the payment the—GeHege—Qfﬁee—Uee—eMy—seeuen—eHesm

Historical Annotatign: Related Board Pollces:
11/12/90, 7/18/00, DOFOQ/12 Board Palicy 5010

Relaled Procedures:
Managemam, Supenvisary, and Conftdential Employases Parsonnel Manual 13.5



Business Procedure 9.31
Exhlbit A

Contra Costa Community College District CLAIM FOR DAMAGE TQ PERSONAL ERFECTS-PROPERTY

Employee (type or print name) Date

The following property was damaged whrle bemg used in the line of duty I hereW|th submlt clalm for
compensation in accordance with A B g een-the re-Pub AP
toealNe—t Busi ess Procedure 9.31.

Description of property:

Substantiation of claim {Article-18;-Section-3):

Amount of claim:
If property was damaged beyond repair, enter replacement cost: S

If property was repaired, enter repair cost: $

Attach receipts for payment af replacement or repair costs

Signature of Employee

COLLEGE BUSINESS QFFICE USE ONLY

Claim allowed/disallowed (circle one)

ALLOWED DISALLOWED
Amount to be paid: S Reason:
Gl to be charged:

Location: Date of employee notification:

Approved by:

Signature of authorized person

DICTRIR TN
DISTRIBLTIOH:
—DOriginalto District- Accaunting Office Bate
Copyfor-bnployes WarrantNo —
Form 7253

If this claim is approved, please forward a capy to the District Accounting Office



Contra Costa Community College District Business Procedure 9.45

REQUEST TO PLACE CONTRACT ON GOVERNING BOARD AGENDA

ADDRESS:

— SSN:

TYRE OF CONTRACT:

R —  REVENUETODISTRIGT
COST IO DISTRICT

Ill i

... ASN FTHEGO A ACTHSTO-BEGHARGED JO-OR-AUGMENTED UK REVENUE)-
AL GH NERIC. REQUEST FOR NEW-ACCOUNT form-46d-260, OR-A RESTRIGTED-FUND

BUPGET Horm46d-186 1F-NECESSARY.



Buslness Procedure 9.45

. 2=

REQUEST TO PLACE CONTRACT ON GOVERNING BOARD AGENDA

DATE:
Y Director of Purchasing and Contracts
FROM:

NEW CONTRACT
___YES New Contract No.: (Assigned by Purchasing Dept.)
___NO Previous Contract No.:
__ RENEWAL
____ AMENDMENT
CONTRACT PERIOD
START DATE: END DATE: _

GL TO BE CHARGED OR AUGMENTED (IF REVENUE)

CAMPUS CONTACT FOR THIS CONTRA™

CONTRACTOR INFORMATION
NAME

ADDRESS

TAX orV ™ or ID#;

TYPE OF CONTRACT
___REVENUE TO DISTRICT
___COST TO DISTRICT

' ___CATEGORICAL
___NOCOST TO DISTRICT

NATURE OF SERVICES

ZONTRACT 'OMPENSATION
HOURLY RATE:
OTHER:

TOTAL AMOUNT:

Histordcal Annctation:
1118/90; Rev. 8/1/96, 7/14/00, 0D/ONV12

Retated Board Palldes:
Board Poticy 5010

Aelated Proceduros:
Business Procedurss 8.40, 842844



Contra Costa Community College District Business Procedure 13.01

DESTRUCTION OF RECORDS Re  :NTIONANL  :STRUCTION

“Records” means all records, maps, books, papers, data processing output, and documents of the District
required by Title 5 to be retained, including but not limited to records created originally by computer and
“electronically stored information” ("ESI"), as that term is defined by the Federal Rules of Civil Procedure.

The location business officer shall supervise the classificalion and destruction of records and ESI. The
District must preserve ES1 and ES| that is relevant ta actual or potential litigation pursuant to the Federal
Rules of Civil Procedure. The District shall comply with the Federal Rules of Civil Procedure and produce
rele sz 1t =Sl in the form in which it is ardinarily maintained or readily usable. An annual report shall be
ma e o ne Governing Board regarding the ciassification and destruction of records and ESI.

Records shall be classified as required by Title 5 and other applicable statutes, federal and state
regulations.

Records shall annuaily be reviewed to determine whether they should be classified as Class 1 -
Pel anent, Class 2 — Optional, or Class 3 — Disposable {as defined in Tille 5).

Class 3 — disposable records shall be maintained for the period required by applicable law or regulation,
but in any event shall be retained for at least three college years after the year in which they were originally
created.

Destruction is by any method that assures the record is permanently destroyed, e.g., shredding, burning,
and pulping.

Title 5 Sections 59020 et seq.
Federal Rules of Civil Procedure, Rules 16, 26, 33, 34, 37, and 45

Historical Annotation:
12/1/84, 11/19/90, BAS00, OO/C0ON3



Contra Costa Community College District ’ Business Procedure 17.01

ACCOUNT CODE STRUCTURE

The Contra Costa Community College District maintains its chart of accounts consistent with the state’s
Budget and Accounting Manual (BAM). A current electronic version of the chart of accou ts is kept on the
District Acco. = g department’s intranet folder.

Components  Digits Description
1 2 Fund
2 2 Sub-Fund
3 6 Cost Center
4 6 Activity Code
5 5 Object Code
21 Total Digits
Fund -~ Basic recording entity used to report sources and uses of resources available for, or

restricted to, essentially the same purpose. The 2two-digit fund structure is used by
California community col[eges for accountlng, preparallon of budgels and preparahon of
financial reports { +6 g-*dant .

Sub-Fund —~  Further breakdown of funds into parts to account separately for truly discrelionary resources
from restricted resources, while maintaining a complete accounting of the fund. The 2two-
digit sub-fund is used by Contra Costa Community College District (CCCCD) lo further
delineate funds.

Cost Center — Institutionally defined academic or administrative department or equivalent unit having
administrative responsibility for an activity or several aclivities. The 6six-digit cost center
consists of the following sub-components:

1one-digit Location code
$one-digit Sub-location code
2two-digit Division code
2two-digit Department code

The first 2two digits indicate location, and the next 4four digits identify the specific cost
center.

Activity ~ Indicates the functional or program area following the Sstate BAM classifications. An
activity codes indicates the type of service or instruction being provided. For instructional
programs, activity codes are also consistent with the Sstate-issued TOPS (Taxonomy of
Programs) codes. The 8six-digit activity code is further broken down into the Major activity
code (first digit), the Intermediate activity code (first 2two digits}, and the Minor activity code
(first 4four digits).

Object — Classification of expenditures according to the nature of the cost incurred. The &five-digit
object code consists of the General Ledger (GL) class code (first digit}, the Major object code
(first 2two digits), the Intermediate object code (first 3three digits), and the Minor object code
(first 4four digits).

Historical Annatation:

Related Procadures.
11/18/90, B/15/00 E

1B5s Procedures 3.08, 3.11



Contra Costa Community College District Business Procedure 17.04

INSTRUCTIONS FOR USE OF EXPENDITURE ACTIVITY CODES

1. Classification of Expenditures by Activity

The classification of expenditures by activity reflects the purpose of the expenditures; it shows the
aspect of college-District operations benefited by the expenditure. Generally, all activities are
classified as either instructional or administrative and support. Some expenditures may directly
benefit more than one activity and are properly allocable to more than one activity. Expenditures
allocable to one or more activities may include any combination of objects of expenditure, such as
salaries, fringe benefits, supplies, other operating expenses, and capital outlay. Activity code
classifications are consistent statewide and are taken from the California Community College’s
Budget and Accounting Manual.

2. Instructional Activities
Major Activity
Code Activity Classification
010000 Agriculture and Natural Resources
020000 Architecture and Environmental Design
040000 Biological Sciences
050000 Business and Management
060000 Communications
070000 Computer and Information Science
080000 Education
090000 Engineering and Related Technologies (Industrial
Technologies)
100000 Fine and Applied Arts
110000 Foreign Language
120000 Health
130000 Consumer Education and Home Economics
140000 Law
150000 Humanities (Letters)
160000 Library Science
170000 Mathematics

180000 Military Studies



Contra Costa Community College District" Business Procedure 22.01

DELETE PROCEDURE

BUSINESS PROGCEDURES MANUAL -DISTRIBUTION LIST

ExtraGop 38 @ ——— - _—

Histor'zal Annclaton.
sM1/88, 8/15/00



Contra Costa Community College District : Business Procedure 22.05

BANK AND COUNTY CASH RECONCILIATIONS OF-GASHTO-COUNTY

+——Veorif inning-balanse-tor assount-0670-CASH. WARRANTS PAYABL"-an-county-fun
hNo- v (3 A FYS i = =Tal- e DEOMIOUERO

H  eree 8 3g& ylo-be-mac i

In ordei to provide accurate information to the Dislrict Office and colleges, bank and cc inty cash
reconciliations are performed on an ongoing basis. Timely reconciliations are critical to having accurate
financial information and alleviate the possibility of fraud. The District Accounting Office will be responsible for
providing timely bank reconciliations as well as reconciliations of cash to the county treasurer.

As parf sfthe b nk and county cash reconciliations, the District Accounting Office will alse be responsible for

genera ng mot hly entries for voided/stale dated warrants as well as the reconciliation of redeemed checks in
the ERP system.

Historical Anngtanlon:
Business Procedure 3.80, 11/14/80
1118/80, 8/16/00, KVOW/13



Contra Costa Community College District Business Procedure 22.06

DELETE THIS PROCEDL .

Covered in Business Procedure 22.05

BANICRECONCILIATION

Histosrlcal Annctation:
Business Procedure 3.81, 811178
11/18/90, &15/00



Contra Costa Community College District Business Procedure 22.09

DELETE THIS PROCEDURE

Covered in Business Procedure 3.05

COMMUNITY-SERVICES CLASS/ACTIVITY.
REQUEST-FOR -ARRROVAL

Histerlcal Annotaton:
Businass Procedure 3.84, 4/4/84
V180, 21500



- Contra Costa Community College District Business Procedure 22.10

DELETE THIS PROCEDURE

USE OF DISTRICT ORRICE-CHECK-SIGMING MACHING

4 Jethes T Ree-0t s Adminicirative-Aesistiantedhe-Yice Chansoler-Hnanssand-Adl ishation- @
Rt ' w gDepan iontBuyersha substituteforgtepsPlo.2the ol 4’ -T _ - Hoo
dit Her-Aaministrauve-Ascistanttothe Vice-ChancellorFinance-ana-Agminis ¢ leR=EKeyto @

Historical Annotation;
Buslness Procadure 9.29, 7/1/88; Rev. 10/17/88
11/18/80, 8M1/98, 815/00



Contra Costa Communlty College District Business Procedure 22.13

SECURITY OF WARRANTSCHECK STOCK

Aceour! ptH—

Computer Operator————

Tne District Financ | department | 1 sponsible for the secur y of the District's paper check stock. Check
stock will be maintained at the Distnct Office in a locked room with access limited only to essent(al personnel.

Histodcal Annotation:
Businesa Procedure 9.62, 2/25/75
1119480



Contra Costa Community College District Business Procedure 22.19

DELETE THIS PROCEDURE

Gash-Advance of Gonlir ng
Board-blombers Maals BM Bhi
Diract
L.edging Biroct Bad~ Birect Dirsstpaymenis-to-holels
HMight Direet 1-hight may-include meale-els-
QOnly Only
‘Franspedation Bhas Birast
Gar Rental Bh: Direst
Preroglstraion Diresct Bhaz
Gharceler Maals [ Direct paymenisto
Amede [
Dirgst-paymanis-te-heteis
ks g Pirest = may-nciude-meals—ale:
kgt Brirast
Only {-direct-paymanticie
AMBHEAN-EXpra66,-460
T isper W B Direct expanse-alaim.
CarReral E- Birect
Preragistration Direct B
Prosidenta haals Ex
Direct
todging Biract E* Dirsct paymonis-to-hotsie
Only
Fragspenz R = Birect
GCarHantal E- Birect
Rrorogistration B
—Preferred-Proceduro

Histofica) Annotation;
Business Procedura 8.68, 12/4/78
111880



Contra Costa Community College District ' Business Procedure 22.25

DELETE THIS " \OCEDURE

PROCESSINGJOBNYVOICES FORHM-HOLEE PRINTIMNG
FORM-ded-187)

Historical Annoation:
Busirass Procedura 12.60, 11/24/76
111980, &/15/00



Contra Costa Community College District ' Business Procedure 22.35

DELETE THIS PROCEDURE

COORERATIVE ERUCATION ENROLLMENT VERIEICATION

1.~  —The-cooperative-aducauen-snrolimont-intermation -on-form-7280-is-verdied-agamst-the-altached
supporting dosuments by-the-Acseuntant-I-

Historcal Annotation:
Rev. &1498, 15/00



Contra Costa Community College District : Buslness Procedure 8.03

DISTRICT INSURANCE

1. The designated representative and altemate representative will work with the Bay Area Community
College District Joint Powers Authority and any special insurance agent on the District's insurance
program and will forward recommendations for new or changes in coverage or carriers to the Vice
Ghancellor—kinanee-and-Administration Chief Administrative Services Of “cer for review with the
Chancelior.

2. Goveming Board approval shall be recommended as follows:

a. Policies with an annual premium under the amount specified in Califomnia Public Contract
Code requiring public agency bidding shall be processed on a purchase order.

b. Policies with annual premium above the amount specified in California Public Contract Code
requiring public agency bidding shall be processed for approval on a separate Goveming
Board Repori. Prior Governing Board approval should be recommended whenever possible.

c. Premiurmn adjustmentis during the fiscal year to policies previously approved by the Goveming
Board shall be processed on a purchase order.

3. The property/liability policies purchased through the Joint Powers Authority are approved by the Board
by approval of the budget. The Goveming Board will be kepl informed by the Joint Powers Autharity
designated representative or alternate representative of the insurance coverage placed through the
Joint Powers Authority.

Historical Annotaton: Relatod Board Pddicies:
Administrative Pellcy 5002.01, 1/13/82 ’ Board Policy 5002
12/1/84, 11/16/90, 7/1&/00, 0001 3



Contra Costa Community College District Business Procedure 8.10

VEHICLE ACCIDENT REPORTS

The District's comprehensive bodily injury and property damage liability insurance policy covers members
of the Govemning Board and employees of the District when acting within the scope of their office of
employment. Board members and employees driving District-owned vehicles (maintenance vehicles,
cars, etc.) are covered by the District's liabllity policy.

The District’s liability policy includes the use of a private automobile by an employee within the scope of
his/her duties. Whether or not the employee receives mileage reimbursement does not effect en the
insurance coverage. The insurance policy covers only the District's liability; the employee's liability rests
primarily with the employee’s personal insurance policy.

The Administrative Services Department is responsible for supplying Report of Accident forms (i.e.,
Exhibit A) to the Police Services and Business Services Office at each location. The Report of Accident
form is to be placed in each District-owned vehicle and will alsoc be kept at each location to

The.Di Police.L . bletor maintaini ol Acsident R Kits-whick

‘ AR ACCORD-A il Notice {s60-Exhibit A)-

Kite-ehall be available for employees should they be involved in accidents while operating their own
vehicles.

Staff must immediately Rreport any accident whish-invelves involving a District-owned vehicle Alse-make
atoport-yeu-are-nvolved-in-an-aceident while-driving-your-personal-autermobile or a personal vehicle
used on District/college business. Important - Telephone the €coliege Police Services Office
Immedlately whanever there are In]urlea In elther vehicle, er regardiess of

selieg h rekh 8 m-behind which driver Is at fault for the accldent (l.e.,

hlttlng another vehlcla I‘rom behlnd).

1. Secure the full name, address and, telephone number ef, insurance carrier, and the operators
license numoer of the driver of the other vehicle, as well as the names, ard, addresses, and

telephone nur  ers of all other occupants and-any-etherwitnesses-to-the-aceident within either
vehicle.

2. Secure a complete description of other vehicle, including the license plate number.

6:3. Obtain Secure the names and addresses of any witnesses as well as noting any pertinent
comments they make. Their version of what happened is extremely important.

34, Furnish to the other driver andfor the investigating law enforcement officer erly-your name and,
address, license numbher, and office telephone number.

45, UNDER NO CIRCUMSTANCES SHOULD ¥QU ONE ADMIT ANY LIABILITY FOR THE
ACCIDENT OR DAMAGES INVOLVED. Inform the other party that the District is insured and that

specific information may be obtained from the Viee-GhanesliorFinance-and-Administration Chief
Administrative Services Officer.



Business Procedure 8.10

-2-
BG. The written report Is to be made regardless of how minor the injury or damage may be regardless
of who was at fault.
7. If, after the original report is made, additional facts or withesses come 1o yeur one’s attention, a

supplemental report is to be made.

Acedent-RepertFerms Report of Accident forms may be obtained from the Palice Services Office, and
are 1o be completed and retumed within 24 hours from the time of the accident

Hislorical Annotation:
Adminlstrative Procedure 8300.02: 31/85
Business Procedure B.10: 7/18/00, D:00/13



DISTRICT VEHICLB

Driver:

Liconse #:

Vehide Year & Make:

Vchide Liccnac

Area of Damage:

DRSCRIER HOW
ACCID ENT OCCURRED

DIAGRAM & MISCRILANBOUS
{If Necesszry)

IF YOU ARE INVOLVED IN AN ACODENT

Call ea s=nbodance for snyonc scromly ingarad .
2  Sccum ownes aad addmrsscs of all pemons in the other
vehide.

-

A Be sure to obtain mauxs and sddieiscs of all witnasa.

4  Obesin liccnse owber and State of gitration of
advensy vehice
5 DO NOT ADMIT RESPONSIBILITY.

STATEWIDE ASSOCIATION OF COMMUNITY C0LLBOES

Insurance Idcntificadon Cand
S
MOC #
Effective Daw: To

In the evem of an scddont, plasc contec:
Keenan &Associales
_ O MARY]  (Deriyg Basimg Haary)
(310 375-8311 {Afer barrs aad weedwods)

SWACC

Mo % Wmiu Ty sl $ s
Keenan &Associates

Oaldand Office
180 Grand Avenue, Suite 1380
Qakland, CA 94612
(510) 9866750

Corporate Offior
2355 Crenshaw Boulevard, Ste. 200
Tormance, CA 90501
{310) 212-344

License #0451271

REPORT
OF ACCIDENT

Stop ar once.

Provide assistamce to any infured party.

Contact the local policc authodty.

Phone your supervisor If there is persoml injury
or extensive propety damage.

Do not discuss the accident with anyone other
than the police authosity, your employer ora
representative of Keeran & Associates.

¢. Compltr this wpart 35 soan ¢s possible

N

wn

LIABILTY COVERAGE

THIS VEHICLE [S OWNED BY A PUBLIC ENTITY AND
IS SELE-INSURED THROUGH THE MEMBERSHIP IN A
JOINT POWERS INSURANCE AUTHDRITY PURSUANT
TO THB CALIFORNIA GOVERNMBENT COTR.

(Atomey/Cliee work prodoct povifege: Th
repart i3 o be compkted by the school disadce

This fowmn fp a4 conlidenris] intemal,
doument; {8 conteas are oot o be shered or
copsicd for any peons who arc not school district
cmpigyces and/or their fegal mpresensates).

Y Hqiyx3

19)118|q aba|j0) AljUNWLLIO) B}S0) BIjUOD

0lL'g ainpasold ssauisng



Business Procedure 8.10

Exhibit A

-2
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Contra Costa Community College District ’ Business Procedure 8.30

MALPRACTICE STUBENT LIABILITY INSURANCE FEE
FOR ALLIED HEALTH PROGRAMS

1. Students who come into contact with patients and are enrolled in the following programs will be
in H w& sdent covered 1 ¢ ir the District's liability coverage:

Dental Assisting

Dental Hygiene

Nursing

Paramedical

Emergency Medical Technician

2. The Mice-ChancellorFinanco-and-Administration Chief Administrative Services Officer will work with

the Bay Area Community College Joint Powers Agency to provide ferstudent liability insurance
coverage.

The policy will provide for a minimum of $1,000,000 coverage. The District will pay any deductible
amount.

3. Any claims, or incidents that could result in ciaims, are to be reported to the Vice-Chancellor-Finance
and-Administration Chief Adminisirative Services Officar within twenty-four (24) hours of occurrence.

Historical Annctation:
1717/84, 1118/90, 7/° 800, SH7/02, 000/ 3



Contra Costa Community College District : Business Procedure 8.40

PROCESSING FOR THE SUBMISSION AND
REVIEW OF CLAIMS FILED AGAINST THE DISTRICT

The following text represents Business Procedure
8.41, which has been moved to Business Procedure
8.40 and revised.

Any claim must be presented to the District's Mice-GhancellerFinance-and-Admiristration Chief Administre ve
Services Officer at 500 Court Street, Martinez, California 84553, on the attached claim form within six (6)
months after the event or occurrence as required by law. See Section 901 and 911.2 of the Government
Code,

The claim musl show:

1. Fthe name and post office address of the claimant:;

2. Fthe post office address to which the person presenting the claim desires notices to be sent:;

3. Fihe date, place and other circumstances of the occurrence or transaction which gave rise to the
claim asserted:;

4, Aa general description of the indebtedness cbligation, injury, damage or loss incurred so far as it may
be known at the time of presentation of the claim:;

5. Fthe name or names of the public employes or employees causing injury, damage, or loss, if knowrs;

6. Fthe amount claimed as of the date of presentation of the claim, including the estimated amount of

any prospective injury, damage or loss, insofar as it may be known at the time of presentation of the
claim, logether with the basis of computation of the amount claimed:; and

7. TFthe signature of the claimant or of some other person authorized to sign on his/her behali.
The attached claim form will be provided to the claimant to be used for making a claim against the District.

The claimant may, at claimant's expense, seek the advice of an attorney of choice in connection with any
claim to be filed against the District.

The £ strst's Governing Board must, under law, reject or accept any properly completed and timely filed claim
against the District within forty-five (45) days of the date the claim was first filed with the District.

End text from 8.41



Business Procedure 8.40

2-

Questlons Relating to Filing Claims: Anyone inquiring as to the proper procedure to file a claim
against the District should be referred to Government Code Sections 900 et. seq. In particular,
Sections 910, 910.2 and 911.2 which deal with the contents of a claim and the timellness of
presentation.

Recelpt of Claims Aagalnst the District. Any authorized representative of the District may receive a
claim on behalf of the District;; however, the Mice-Chaneceler-Einance-and-Administratien Chief
Ad ' is 'a 've Services Officer must be inmediately informed of the claim bytelephore. Alioriginal
documents are to be forwarded to the Viee—Charcellor—Finance—and—Administration Chief
Administrative Services Officer on the next working day. The ViseChanceller—kinarce—and
Administration Chief Administrat re Services Officer will notify the District's claim representative as
appropriate.

Review of Claim: The Mice-Ghancellor-Finance-and-Administration Chief Administrative Services
Otficer will review the claim for compliance with Government Cedes 910, Content of Claim;; 910.2,
Signatures;, and 911.2, Time of Submission. The claim must be made submitted on the claim form
required by Government Code 910.4 and-Business-FPracedure-8-41 (see Exhibit A).

Notlce of Insufficiency of Claim: If the claim presented fails to comply with Government Code 910
et. seq., the Viee-Chancellor-Rinance-and-Administration Chief Administrative Services Officer shall
notify the claimant of such insufficiency (see Exhibit AB) within twenty {20) days of the defects or
omissions therein. The lefter may be personally delivered or sent to the address which the claimant
designated for notices. No further action reed-be-taken is required by the District urtil uniess the
claim is amended or resubmitted.

Notice of Late Claim: i the claim was not presented within six (6) months of the occurrence of the
event which gave rise to the claim, the Mige—Chancellor,—Finance—and-Administration Chief
Administrative Services Officer shall notn‘y the claimant of such fallure {see Exhibit BC) within forty-
five (45) days of the date the claim was presented.

Acceptance of Claim for Governing Board Action: if the claim has no exceptions after review (3:
Roview-of-Glaim), the Vise-ChancellorFirance-and-Administration Chief Administrative Services
Officer will prepares a Governing Board report recommending rejection of the claim or
acceptance/denial of the leave to present a late claim at the next regular meeting of the Board.
Rejection or acceptance of the claim must be within forty-five (45) days of the date the claim was first
presented to the District.

Normai procedure will be to deny the claim and refer the claim to the District's claim representative.

The Goveming Board may either grant or deny an application to present a late claim. Instances
where the Governing Board is to grant the application are detailed in Government Code 911.6. If the
application is granted, the nomal procedure would be for the Goveming Board to then deny the claim.

Denial of the application requires no further action on the claim.
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7. Notice of Governing Board Action: [mmediately after the Governing Board meeting, the Mics
GhaneellerFinance-and-Administration Chief Administrative Services Officer is to notify the claimant
of the Governing Board's action, by sending a certified Governing Board Report along with a notice of

the Governing Board's action:
Denial of application to present a Late Claim (see Exhibit G D)

Denial of Claim (see Exhibit B E)

Notice is to be given in accordance with Government Code 915.4.

Historical Aanotation:

Bus. 8,40: /87, /8/B9, 11/18/90, 7/18/00, 1/20/04
Bus. 8.41: 2/8/89, 11/18/80, 71800, &17/03, 1/20/04
Caombined Adopied O I

Aofated Board Polides:
Board Pollcy 5028
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Exhibit A
CLAIM FORM
To: Vice -Ghancollor; Finance-and-Administration Chief Administrative Services Officer
Contra Costa Community Cellege District
500 Court Street, Martinez, CA 84553
1. Claims for death, injury to person, or to personal property must be filed not later than six (6)
months after the occurrence (Govt. Code, Section 911.2)
2. Claims for damages to real property or breach of contract must be filed not |ater than once year

after the oceurrence (Govt. Code, Section 911.2)

Name of Claimant poB Phene No

Address City Zip

WHEN did damage or injury oceur?

WHERE did damage or injury oceur?

HOW and under what circumstances did damage or injury occur?

WHAT particular action by the District or Its employees caused the alleged damage or injury: {Include
names of employees, If known)

WHAT sum do you claim: Include the estimated amount of any prospective loss insofar as it may be
known at the time of the presentation of this claim, together with the basis of computation of the amount

claimed; attached estimales or invoiced, if possible. (If amount claimed exceed $10,000, nc dollar
amount shall be stated).

Total Amount Claimed
If total amount claimed exceed $10,000, is this a Limited Civil case?

< &P £P P P

NAMES and addresses of witnesses, doctors and hospitals:

DATE:

Signature of Claimant

NOTICE: Section 72 of the California Penal Code provides: “Every person who with intent to defraud, presents for payment to any
School District any false or fraudulent clalm, Is guilty of a felony punishable by fine and/or Imprsonment”



Business Procedure 8.40

(Date)

{Claimant)
(c/o Attomey)

(Address)

(City, State Zip)

Exhlblt AB

CERTIFIED MAIL

Dear (Claimant):

The claim you presented to the (Officer on (Date) is being returned because 1) is not presented
on the claim form required by Government Code Section 910.4 or 2) the claim form is incomplete.

The claim form does not show: {select any or all reasons)

a)
b)

c)

g)

The name and post office address of the claimant;
The post coffice address to which the person presenting the claim desires notices 1o be
sent;

The date, place and cther circumstances of the occurrence or transaction which gave rise
to the claim asserted,

A general description of the indebtedness cbligation, injury, damage or loss incurred so
far as it may be known at the time of preseniation of the claim;

The name or names of the public employee or employees causing injury, damage, or
loss, if known;

The amount claimed as of the date of presentation of the claim, including the estimated
amount of any prospective injury, damage of loss, insofar as it may be known at the time
of presentation of the claim, together with the basis of computation known at the time of
presentation of the claim, together with the basis of computation of the amount claimed;
or

The signature of the claimant or of some other person authorized to sign on kis their
behalf.

You may seek the advice of an attormey of your choice in connection with this matter. if you
desire to consult an attorney, you should do so immediately.

Sincerely,

{Name)

Chief Administrative Services Officer

cc:  (College President)
(College Businass Officer)
{District Business Officer)
(Claims Representative)
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Exhibit BC

CERTIFIED MAIL

{Date)

{Claimant)

(c/o Attomey)
(Address)

(City, State Zip)

Dear {Claimant):

The claim you presented to the Contra Costa Community College District on

,20___ is being retumed because it was not presented within six months after the event or
occurrence as required by law. See Sections 901 and 911.2 of the Government Code. Because the claim
was not presented within the time allowed by law, no action was taken on the claim.

Your only recourse at this time is to apply without delay to the Contra Costa Community College
district for leave to present a late claim. See Sections 911.4 and 912.2, inclusive, and Section 946.6 of
the Government code. Under some circumstances, leave to present a late claim will be granted. See
Section 911.6 of the Government Code.

You may seek the advisce of an aftorney of your choice in connection with this matter. If you
desire to consult an attorney, you should do so immediately.

Sincerely,

(Name)
Chief Administrative Services Officer

cc:  (College President)
{College Business Otlicer)
{District Business Officer)
(Claims Representative)
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Exhibit €D

CERTIFIED MAIL

(Date)

(Claimant)

{c/fo Attorney)
(Address)

(City, State Zip)

Dear (Claimant):

Notice is hereby given that the application to present a late claim which you presented to the
(offlcer) on {date) was denled by the Governing Board on (date of meeting).

WARNING

If you wish to file a court action on this matter, you must first petition the appropriate court for an
order relieving you from the provisions of Government Code Section 945.4 (claims presentation
requirement). See Gevemment Code Section 946.6. Such petition must be filed with the court within six
(6) months from the date your application for leave to present a late claim was denied.

You may seek the advice of an attorney of your choice in connection with this matter. If you desire
to consult an attorney, you should do so immediately.

Sincerely,

{Name)
Chief Administrative Services Officer

cc:  {College President)
{College Business Officer)
{District Business Officer)
{Claims Representative)
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Exhibit BE

CERTIFIED MAIL

(Date)

(Claimant)

(c/o Attomey)
(Address)

(City, State Zip)

Dear (Claimant):

Notice is hereby given that the claim which you presented to the (office) on (date) was rejected by
the Governing Board on (date of meeting).

WARNING

Subject to certain exceptions, you have only six (6) months from the date this notice was
personally delivered or deposited in the mail to file a court action on this claim. See Government Code
Section 945.6

You may seek the advice of an attorney of your choice in connection with this matter. If you
desire to consult an attorney, you should do so immediately.

Sincerely,

(Name)
Chief Administrative Services Officer

cc. (Coliege President)
(College Business Officer)
(District Business Officer)
(Claims Representative)
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THIS PROCEDURE WAS DELETED, MOVED TO BUSINESS
PROCEDURE 8.40 AND REVISED

COMMUNICATION-OF RROGEDURE FOR FILING CLAIMS-AGAINST THE
GCONTRA GOSTACOMMUNITY-COLLEGE DISTRICT

ag e L A «-w{ y F'I e I. " " I'I I 'III '

Historical Annotatian: Relaled Board Policies:
2/8/89, 11/19/90, 7/18/00, 617/03, 120/04 Beard Policy 5028
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